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[bookmark: _GoBack]PROGRAM DIRECTOR INTERVIEW 2015-2016

Background Information
1. Agency/Program Name:  
2. Name and title of person(s) completing this form:  
3. Name(s) of program staff working with program officer to complete review:  
4. Date(s) of monitoring visit:  
5. Program Year(s) Addressed:  
6. What was the first year that the program received funding from WNCSB?
	




Instructions: Except for Member Enrollment/Retention on Page 2, this interview form should be completed by the program officer during the monitoring visit.

1.  GENERAL POLICIES AND PROCEDURES

	Does the program...
	Yes
	No
	Notes

	Have a copy of the most recent AmeriCorps Provisions
	
	
	

	Have a copy of the most recent WNCSB contract, including all addenda
	
	
	

	Have a copy of the approved grant application
	
	
	



2.  ADMINISTRATION 
Staff Skill-Level and Experience

Are there any issues the program staff members need training on?	|_| Yes	|_| No	
If yes, what issues? (e.g., OnCorps, member recruitment, conflict resolution, etc.)


Internal Communications

Do staff members participate in regular staff meetings? 	|_| Yes	|_| No		
[bookmark: Check3][bookmark: Check4][bookmark: Check5]If yes, what kind?  (Check all that apply.)		|_| Within the team	|_| Among teams      |_| Entire organization	
How often do staff members meet? 

 
Commission Relations

Is the program listed on the AmeriCorps recruitment website?	|_| Yes	|_| No	
If no, why not?
	


 
Has the program experienced any significant budgetary or programmatic changes that Serve Wisconsin is not aware of? 
|_| Yes	     |_| No	
If yes, explain:





Has the program experienced any developments or delays that have had a significant impact on funded activities or any significant problems relating to the administrative or financial aspects of the grant?	|_| Yes	|_| No	
If yes, explain:


Has the program had any serious member injuries to report to Serve Wisconsin?	|_| Yes	|_| No	
If yes, explain:


Program Identification

	
	Yes
	No
	Notes

	Have all the members received a basic AmeriCorps uniform package?
	
	
	

	Do program-specific T-shirts and/or jackets include the AmeriCorps logo or the name AmeriCorps?
	
	
	

	Do the program’s stationary and other printed materials include the AmeriCorps name and logo?
	
	
	

	Does the program’s website include the AmeriCorps logo?
	
	
	

	Are host service sites identified with AmeriCorps signs?
	
	
	



3.  MEMBER MANAGEMENT

Member Recruitment and Policies

Does the program have a recruitment plan that encourages diversity, including recruitment strategies for outreach to people with disabilities? (This may relate to host site supervisors as well.) 		|_| Yes	|_| No

If yes, describe. If no, why not?
	



Does the program have a plan in place for providing reasonable accommodations to members? (This may relate to host site supervisors as well.)		|_| Yes	|_| No

If yes, describe. If no, why not?
	



	Does the program...
	Yes
	No
	Notes

	Encourage, but not require, members to vote
	
	
	

	Allow members to serve on a jury with no penalty
	
	
	

	Allow members to serve in the armed forces reserves with no penalty
	
	
	

	Apply member service release and resumption policies appropriately by:
	
	
	

	· officially suspending members when appropriate
	
	
	

	· placing documentation regarding suspensions in member files
	
	
	

	Institute necessary safety precautions for members
	
	
	



Member Enrollment/Retention (Program Officer type in prior to visit)
 
	Current Program Year
	

	Enrollment Rate
	

	Retention Rate
	


 
	Last Program Year
	

	Enrollment Rate
	

	Retention Rate
	





If the program is not 100% enrolled, what are the program’s plans for filling all empty slots?
	



If the program’s retention rate is not acceptable, what are the program’s plans for increasing retention rates in the future?


Does the program administer background checks on members?    |_| Yes   |_| No	
If no, why not?

 
Member Hours

Are any members behind on hours?		|_| Yes	  |_| No	
If yes, explain:


What actions has the program taken to make sure that members catch up on their hours?	 	


Member Support and Evaluation

Does the program provide GED/HSED preparation instruction to its members who do not have a high school diploma? 
[bookmark: Check6]|_| Yes	  |_| No	  |_|  NA
If yes, how; if no, why not?

 
How does the program document this activity?
	



Does the program conduct at least a mid-term (not required for less than HT slots) and end-of-term written evaluation of each member’s performance?  
|_| Yes	  |_| No	
Describe evaluation process:


4.  HOST SERVICE SITE MANAGEMENT/MEMBER SUPERVISION

Does the program have members placed at host sites?	|_| Yes	  |_| No  (Note: If no, skip the rest of this section.)

Does the program have a written agreement with each site delineating the roles and responsibility of each party? 
|_| Yes	  |_| No	 If no, why not? 


How were the host sites prepared to receive members (e.g., an orientation)?	 	


When and how were the sites trained on the AmeriCorps policies and procedures?	 

			
How does the program provide ongoing support to the host sites?		 


How does the program communicate with the host sites?		 


How does the program ensure the host sites are compliant with the policies and procedures of the AmeriCorps program and are meeting the program performance measures (e.g., service site visits)?		 


How does the program take actions if the site is not compliant or not meeting the program performance measures?

 
5.  DIRECT SERVICE

Can you describe the direct service members are performing at the sites?


Are there any sites where there does not appear to be enough AmeriCorps-specific tasks to keep the members engaged during their service hours? 
|_| Yes	  |_| No	
If yes, what is being done to find AmeriCorps-specific service activities for the AmeriCorps members? 


What services are members providing to the community that would not occur without AmeriCorps? 


Are the direct services being provided by the members the same as those listed in the application and described in the performance measures?
|_| Yes	  |_| No
If no, explain what direct services are being provided and why they are different from those listed in application and described in performance measures.


6.  MEMBER DEVELOPMENT

Member Orientation

Did the program provide an orientation to all of the members? 		|_| Yes	  |_| No   	

Did any members not participate in the initial group orientation?		|_| Yes	  |_| No	 |_|  NA (Youth Corps)

Did those members who did not participate in a group orientation receive orientation to the program? 
|_| Yes   |_| No
If yes, how; if no, why not:


Do members identify themselves as AmeriCorps participants?	|_| Yes	  |_| No	

Can the members describe how their service is related to the needs of their community?     	|_| Yes   |_| No		 
Can the members describe how their service fits into the AmeriCorps national service network?	|_| Yes	  |_| No		 
Do members have an understanding of the performance measures of their program and the needs of the community? 
|_| Yes   |_| No	

Do members understand how their service relates to the program performance measures?	|_| Yes	  |_| No	 
 
Materials Distributed to Members

	Have all the members received the following:
	Yes
	No
	Notes

	Member Contract
	
	
	

	List of Prohibited Activities (should be in contract)
	
	
	

	Grievance Procedures (should be in contract)
	
	
	


Member Ongoing Training
 
Describe ongoing training activities that help to improve member service: 

  
Is member training developed with input from members? 		|_| Yes	  |_| No
If yes, how; 


Is any training provided by the host service sites? 			|_| Yes   |_| No   |_|  NA
If yes, please describe:


Do the members participate in all-member meetings? 			|_| Yes	  |_| No
If yes, how often are the meetings held and what do they entail?


Does the program provide team-building activities (other than member meetings) for the members?     |_| Yes   |_| No If yes, please describe some of the activities:


Does the program provide members with leadership training and opportunities to practice leadership skills?	
|_| Yes	  |_| No
If yes, please describe:


Does the program encourage the members to continue to serve their community after they leave AmeriCorps?	
|_| Yes	  |_| No
If yes, how; if no, why not?

  
Are members given time to reflect on their service experiences? 	|_| Yes	  |_| No
If yes, how?

  
Member Grievances

Who is responsible for handling disputes involving the AmeriCorps member with another member or supervisor or other staff member on site? 


Who is responsible for handling disputes within the larger program (with the training, supervision, guidance, etc. provided by the program director and staff)? 


Have any grievances been filed against the program this year? 	|_| Yes   |_| No
If yes, please provide a brief description of the grievance and how it was resolved. 


7.  EVALUATION AND PROGRAM IMPACT

Evaluation Plan

Has the program had an evaluation in the last year (e.g., program effectiveness, member satisfaction, etc.)?
|_| Yes	   |_| No



If no, when is the program planning on conducting a program evaluation?
	



If yes, does Serve Wisconsin have a copy of the evaluation? 	|_| Yes	  |_| No

8.  OTHER

Has your program linked to or partnered with other existing national service efforts, including other local CNCS and Serve Wisconsin funded programs? 	|_| Yes   |_| No
If yes, please describe:


What efforts is the program making to sustain the efforts of the AmeriCorps program beyond the presence of federal support?
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